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Introduction

Welcome to PeopleAdmin 7, the new and improved Online Employment System. This system allows applicants to:

* View Position Openings

* Search Position Openings

* Bookmark Position Openings

*  Apply for Employment

* Upload Resumes, Cover Letters, Curriculum Vitaes, etc.
* Receive Emails Regarding Submitted Applications

*  Track Submitted Applications



Navigation and Security

Please be aware that the new system allows users to use the forward and back buttons to navigate the site.
Applicants also have the ability to save their progress during each step of the application process. This is
recommended to prevent having to redo steps due to a computer glitch, power outage, etc.

To protect applicant information, the site is set to logout after 60 minutes of inactivity. Please be aware that if an
applicant is logged out due to inactivity, the information that they have entered may be lost if they have not saved it
properly. Applicants must go to the next step on a different page to reset time.



Employment Opportunities

To find position openings, click on the Quick Links dropdown menu. Then click Employment Opportunities.

Quick Links:

Dropdown menu

showing Employment
Opportunities.

Admissions
Blackboard
BraveAlert
BraveConnect
BraveMail (student)
BraveWeb
Bravecam

Calendar: Academic
Calendar: University
Campus Directory
Catalog, Academic

Directions to Campus

Giving to UNCP
Library
Map of Campus

OWA (faculty/staff)

Experience the Pembroke Personal \ Learn more about our campus, 4 Take the first steps towards furthering

Touch! % W students, faculty, facilities and your education

programs

Department Quick Links E]

Employment Opportunities

Facilities Reservation System

QUICKLINKS v




Homepage

The Employment Opportunities homepage allows applicants to Search Jobs, Login, and Create an Account. There is
also a Help page that answers many questions about the application process.

Human Resources

Employment Opportunities

Human Resources

UNCP HOME * ABOUT UNC PEMBROKE » ADMNISTRATION » HUMAN RESOURCES »

STE T T OPRORTUNMES
Search Jobs I#OTICE: The onine applicant tracking system was upgraded 3s of Apri 20, 2015. Previous
sers/appicants wil need to create 3 new ccount to apply to Iny new vacanaes. We

Create Account wologze for the nconvenience,
Logn

1, 2ase vist the previous version of the site to find and to apply for postions posted prior

L o0 Apri 20, 2015.
UNCP Home
Acadernic Employment Online Employment System
Opportunties
EEU/AA VWeicome to the Oniine Employment System(OES) for UNC

Pembroke. Using this system, you can search and apply for

Employment

. EPAfaculty. EPA Non-Faculty, SPA Staff, and Temporary
positions. You may attach cover letters, resumesicurniculum
vitaes, as well as other requested documaents 10 your online
application and save your application. You may apply for
multiple postings and track the status of the positions that
you have applied for online

Salary Schedule
Staff

All information comained within this wad sité can be provided in altémative formats upon request by
comtacting




Viewing and Searching Available Positions

Viewing available positions and searching to narrow down what is available can be accomplished using the Search Jobs
link located in the menu to the left side of the screen.

Human Resources
Employment Opportunities

Human Resources

UNCPF HOME » ABOUT UNC PEMBROKE * ADMINISTRATION » HUMAN RESOURCES ¢
EMPLOYMENT OPPORTUNITIES

Home

NOTICE: The online applicant tracking system was upgraded as of April 20, 2015. Previous N
users/applicants will need to create a new account to apply to any new vacancies. We

Search lobs

Create Account apologize for the inconvenience.
Login
- Please vist the previous version of the site to find and to apply for positions posted prior

Help to April 20, 2015.

UMCP Home

Academic Employment Online Employment System

Opportunities

EEQ/AA Welcome to the Online Employment System(QES) for UNC
Pembroke. Using this system, you can search and apply for

Employment

EPA faculty, EPA Non-Faculty, SPA Staff and Tempaorary
positions. You may attach cover letters, resumesicurriculum
vitaes, as well as other requested documents to your anline
application and save your application. You may apply for
multiple postings and track the status of the positions that
you have applied for online.

Employment Opportunities

Salary Schedule

Staff

All information contained within this web site can be provided in alternative formats upon reguest by
contaciing Disability Support Services.




Viewing and Searching Available Positions Continued

Upon clicking to Search Jobs, a screen is loaded showing all the job openings. It also gives different criteria that can be
used to narrow down the number of positions shown.

Home

Search Jobs | 13 jobs [

Search Jobs
To view open positions, please enter your search criteria below. You may view all open positions by not specifying any search criteria and

ST AEERTE clicking the Search button.

Login

Help Keywords Posted Within Any time period
EEO/AA Position Type Any - Posting Category Any

Employment Vacancy Type Any Department Any -

Salary Schedule

Staff
Search Results | 13 jobs

To view the position details and/or apply to an open position, click on the position title or the View Details link. If you would like to bookmark
a position for later review, click on the Bookmark link.

Position Type  JobOpenDate  Job Close Date f::'t"""’r“;e"t Department
hnolog . Position Title
Technoloegy Support Technician {55
¥
(Temporary) Employment 04/07/2015 06/30/2015 DolT (Office)
Set-up of computers, network, video, sound and light production before shows. Spotiight operation during shows. Break down
sets, induding computers, network, video, sound and light equipmant after shows. Communication with and between production
crew i essential when a component goes down and must be fixed quickly to ensure that the show continues without a noticeable
problem. Keen vigilan...
View Details | Bockmark
Public Safety ) )
Telecommunicator Temporary 04/07/2015 06/30/2015 Paolice & Public
Employment Safety
(Temporary)
Dispatch law enforcement and other emergency resources, initiate notifications by established procedures, and document
activities. Telecommunicator must remain cognizant of pending calls and priorities, and be aware of the status and location of
on-duty personnel at all times. Monitor activities on campus by viewing the University dosed drouit camera system and receiving
notification fr...
View Detzils | Bockmark
test Posting EPA EPA 02/18/2014 06/30/2015 EPA IRPS %Iﬁﬁiz)t Affairs 8



Viewing and Searching Available Positions Continued

Position vacancies can be narrowed down using the Keywords, Posted Within, Position Type, Vacancy Type, Posting
Category, and/or Department. More than one category can be used at a time.

Keywords
Position Type J’-".ny
Varancwy Tune Mo
Position Type Any
Vacancy Type
SPA
EPA
Temporary Employment
Vacancy Type Any— Department
An

Probationary Permanent Full Time
Probationary Permanent Part Time
Probationary Permanent Time Limited Full Time
Probationary. Permanent Time Limited Part-Time
Search Results | 11 ji Prob, Perm, Grant-Funded, Time Limited, Full-Time

Prob, Perm, Grant-Funded, Time Limited, Part-Time

Posted Within

Posting Category

Posting Category Any

Department An

Managerial/Non-Faculty Professional
Faculty

Managerial/Non-Teaching Professional
Professional

Technical/Research

Protective Services

Administrative Support

T . | Skilled Trades
the position title or the View Details g g yices

Any time period |l]

time period

LastDay
LastWeek
Last Month

Department Any
-
Academic Affairs (Office) I
Academic Support Center (ASC) |5
Accessibility Resource Cent. .
Accounting Services
Accounting and Information ...
Accounts Payable
he position title or the View Details Admissions

Advancement (Office)

Advising Center

Alumni Relations

{E::’t'::l American Indian Studies

Annual Fund - Donor Relations
Art
Athletics
Biology
Braves Card Office
Bursar
Business Services
Campus Recreation 57

Date Job Close Date

5 EPAF




Viewing a Posting

Upon finding a position that sounds interesting, an applicant can view the job description and requirements by clicking
on the title of the position. This Position Details screen also allows an applicant to Bookmark this Job, Print Preview,
and Apply to this Job.

Home
test Posting EPA

Search Jobs
Below you wil find the details for the posttion including any supplementary documentation and questions you should review before

Uizl EETE applying to the opening. To apply to the position, please click the Apply to this Job link/button.

-
e If you would like to bookmark this position for later review, click on the Bookmark link. If you would like to print a copy of this position
Help for your records, click on the Print Preview link.
Bookmark this Job | Print Preview | Apply to this Job
EEQ/AA
Employment
» Position Details
Employment Opportunities
Salary Schedule Position Information
Staff
Division Student Affairs
Department Student Affairs (Office)
Vacancy Type Instructional
FTE 1.0
Salary Range Commensurate with Education and Experience
Hiring Range Commensurate with Education and Experience
Position # 002806
FLSA Status MNon-Exempt
Months per year 12

Primary Purpose of

Organization Unit Enhance student volunteerism and service oppurtunities.

Primary Purpose of

Position The position is a ful-time 12-month EPA position within the Division of Student Affairs and reports
to the Director of the Office for Community & Civic Engagement. The primary purpose of this
position is to develop and manage academic service-learning programs, build community
partnerships with nonprofits and government agencies, and engage faculty and students through
service, service-learning and civic engagement.

10



Before choosing to apply for a position, be aware that information should be on hand so that accurate data can be
entered into the application. Below is a list of information to have on hand:

* Complete Education History (Degree Type, College Name, Location of College, etc.)

* References (Including Contact Information)

*  Employment History (Employer’s Name, Manager’s Name, Contact Information, Years Employed, etc.)
* Resume in Microsoft Word or PDF Format (EPA Positions Require)

* Cover Letter in Microsoft Word of PDF Format (EPA Positions Require)

* Other Documents Stated in Position Description

A

Note: The above
documents are
important to have
ready so that the site
does not time out.

11



Applying 1: Login

Currently, there are two ways to start an application. The first is to login using an existing Vitae account. The second is
to Apply without Vitae.

Home

How would you like to login?

Search Jobs

Create Account

Apply for jobs with Vitae, the fast-growing community for higher-ed professionals.

Logh Log in or create a Vitae account to use your profile and free dossier to automatically
Help fill in your application at hundreds of institutions.

EEO/AA Vitae A SERVICE OF THE CHRONICLE OF HIGHER EDUCATION

Employment

Or

Employment Opportunities

Salary Schedule ) . )
Login without Vitae

ZET Login or Create an Account

12



Applying 1: Login Continued

If choosing to Apply for jobs with Vitae, enter the e-mail and password of the account in the blue box. There is also a
Sign Up link for starting a Vitae account on this page.

Log In Don't have a Vitae account?

e Vitae offers you free career-management tools, candid advice, access to the best jobs, and an
active community to help you succeed in higher education.
And now you can use your Vitae profile to login and apply for faculty and administrative

PASSWORD jobs at hundreds of institutions.

m JOBS
Forgot your password? W

Sign up now to start saving time and money. / m

Sign Up: Start a Vitae
account using this link.

NEWS & ADVICE

13



Applying 1: Login Continued

Choosing to Apply without Vitae will change the screen to show Login or Create a new account now. Applicants that
have applied for a position need to use the Username and Password they registered. New applicants need to Create a

new account now.

Human Resources

Human Resources

UNCP HOME » ABOUT UNC PEMBROKE * ADMINISTRATION ¥ HUMAN RESOURCES ¢

EMPLOYMENT OPPORTUNITIES

Home

Search Jobs
Create Account
Loagin

Help

UMCP Home

Academic Employment
Opportunities

EEO/AA

Employment

Employment Opportunities
Salary Schedule

Staff

Invalid username or password

Login
Username

Password

Forgot your username or password?

Don't have an account?

Create 3 new account now.

Login: Use if
applicant already has
an existing account.

ABOUT SITE | CAMPUS DIRECTORY | ASK UNCP | UNIWERSITY CALENDAR

Create a new account now:
Use if there is no existing
account.

14



Applying 1: Login Continued

Choosing to Create a new account now will take you to this screen where you choose a Username and Password. Any
line with an asterisk in front of it is required to continue. After filling in the information, click Create.

Horme
Search Jobs Create an Account

Create Account Please provide the requested information below to create your account. You must have an account to apply to open positions.

Login

Help Login Information The red asterisk show
45@/ mandatory fields that

EEO/AA + 4@sEhame must be completed.

Employment

Employment Opportunities = Password

Salary Schedule
+ Password
Staff Confirmation

First
Name

Last
Hame

* Email

* Email
Confirmation

(G

Click here to continue.

15



Applying 2: Personal Information

Below is the first of several screens in the application process. The Personal Information section will already be

populated if an applicant has submitted an application before. Make sure to review all auto-filled content for accuracy.
Please be aware that required fields are indicated with an asterisk (*).

MNew application started, E

Application for test Posting EPA: Personal Information |

Save changes || Maxss | Personal Information *  Gg |

For securty purposes, the syitem sutomaihgly kgs you off when £ senses no actvity for 80 minutes. Please dick ether the Mext
button of you can 9o o difenent pages of the dgokcition by selectng the page from the dropdown menu and cididng GO Button

every B mnuted n ofder B0 i loEng vour data.

Click here Save

Contact Information ChangeS and NeXt tO
i continue. Do this after

each step.

First Hanse

Jannifer

Mididle Name
= Last Nams
Sulfis
Have wver wsed or
Imenmwrl by a

different namse(s)? I yves, Bt bolowy the name(s) and the croumsiances and datels) wnder wibich the
name was wied (o.p. B e employers, speciic edvcationa neitutons, ofc.)

State NG

Entar NA ¥ 2 non U5, adavess

16



Applying 3: Education History

Education History allows applicants to enter where and when they attended school, certifications and licenses. Start
by entering the most recent information. For further information and schools click the Add Educational Information
Entry button. This will bring up another builder form. If the applicant does not need the additional builder, he/she
may click on the box by Remove Entry? Then click Save.

Application for test Posting EPA: Education History

| <<Prev || Save changes || Next>> | Educaiion Hislary =] (so )
F‘emonl Infrmabnr. |

Apphcants have the option to complate Education Histosy, Employmant Hetory and Refera Employmant Wark Hestory PR
they may attach ther Curriculum Vitae which wil contain al of this nformation along with g References

Additional Information
o Add Supplemental Qu&sﬁc-ljs

EEQ voluntary information

Documents neaded to Apply
When finshed, please click ether the Naxt buthon o you can go to different pages of tha Check for Emars and Submit vyl

the dropdown meanu and chcking GO button every 60 minutes in order to avoid kosing your data.

Plaase anter your educational history beginning with the most racent by cicking th

Educational Informaticn

Academic Degree Master's -

Institution

Dates Attended From

Dates Attended To
%C ational Leave bank & stil attending
Information Major Master's in Business Administration
Entry: Click to Tgyiath
add more et Remove Entry?: Click
gducathn ramoe g on the box and then hit
information. Save to remove extra

Add Educational Information Entry ] education fields. .




Applying 4: Employment Work History

Employment Work History is to record the applicant’s work history. Begin with the most recent job, including current
employment. Continue to add builder tabs by clicking on Add Work Experience Entry until one’s work history is
completed. Please be aware that there are two mandatory categories in this section shown with a red asterisk. Note:
If too many entries are added, click on the small box by Remove Entry? This will remove extra Work Experience

sections.

Application for test Posting EPA: Employment Work History r?i

[ << Prev ][ Save changes ][ MNext > ] Employment Work History = ‘

Applicants have the option to complete Education History, Employment History and Reference Information on the application OR
they may attach their Curriculum Vitae which will contain all of this information along with a cover letter.

Please enter your previous employers beginning with the most recent by clicking the Add Work Experience Entry button.

When finished, please click either the MNext button or you can go to different pages of the application by selecting the page from
the dropdown menu and clicking GO button every 60 minutes in order to avoid losing your data.

Required fields are indicated with an asterisk (*).

Work Experience

+  Position Administration
= Employer UNCP
Address
Begin Date 09/11/2014
End Date

Spedialty

Remove Entry?: Click
on the box and then hit
Save to remove extra

(LA Work Expeience Eny | education fields.

Click to Save Supervisor's Email
changes and Dramee <
then Next to
go on.

< Prev H Save changes H Next >> } EmploymentWork History ~ ~ | Go 18



Applying 5: References

References have three required fields. To add a reference builder, click on Add References Entry button and an
additional reference section appears. To remove a section, click in the small box next to Remove Entry?

Application for test Posting EPA: References ﬁ
|

[ << Prev ][ Save changes ][ Next »> ] References - ..

Applicants have the option to complete Education History, Employment History and Reference Information on the application OR
they may attach their Curriculum Vitae which wil contain all of this information along with a cover letter.

Required fields are indicated with an asterisk (*).

References

+= Name of Reference

Position

Address

Phone Number

Format: xoe-xoo-x000

Click to Save . P Remove Entry?: Click

changes and on the box and then hit
[C] remove Entry? 4

then Next to Save to remove extra

go on. | Add References Enty | education fields.

[ s<Prev || Savechanges || Next>> | References -




Applying 6: Additional Information

Additional Information is for highlighting additional skills, licenses, and training. Please be aware that there are two
required sections towards the bottom of the page.

Click to Save
changes and
then Next to
go on.

Application for test Posting EPA: Additional Information E

l [ << Prev ][ Save changes ][ Next »> ] Additional Information - F

Required fields are indicated with an asterisk (*).

Additional Skills/ Qualifications

Additional Education &
Training Information

List special training programs and seminars that you have completed in the st five
years

Highlight your
competencies
(knowledge, skills,
abilities) which best
demonstrate your
qualifications for this
position

If hired into a position
that requires a license,
registration or
certification, State law
requires the University
to verify certain
education and
professional credentials
(N.C.G.S. 126-30)

License and Certification Information

List fields of work for
which you are currently
licensed, registered or
certified. Give
date/source or
issuance. Include

20



Applying 7: Supplemental Questions

All UNC Pembroke postings will have the Supplemental Question, which asks “Where did you hear about this
employment opportunity as shown below. To answer, fill in the radio button next to the correct response, click Save

Changes and Next to go on. |
Application for Assistant Professor: Supplemental Questions i
|

’ << Prev ][ Save changes ” Next > ] Supplemental Questions - ‘

Click to Save
changes and
then Next to
go on.

Required fields are indicated with an asterisk (*).
* 1. How did you hear about this employment opportunity?
@ AbilityLinks

@ American lob Center

© Career Builder

@ The Charlotte Observer

@ Cchronicle of Higher Ed (Vitae)

© CUPAHR

© Fayettevile Observer

© GA Colaborative Website (UNC System)
@ higheredjobs.com

© Indeed

@ Internal Job Posting

© NC Works Online

© Office of State Human Resources Website
@ The Pilot

@ Raleigh News & Observer

© The Robesonian

© simplyhired

© The Star News

© US Jobs

© University Bulletin Board

@ UNCP Online Employment System

@ vets Advantage Jobs & Career Network

<< Prev ][ Save changes ” Mext >> Supplemental Questions - 21




Applying 8: Documents Needed to Apply

All positions allow applicants to add documents. These documents may include a resume, cover letter, a letter of
recommendation, etc. While many positions do not require this step, some do. Please be aware of this and add
required information. To add a document, click on: Add Required CV/Resume, Add Required Cover Letter, or one of

the Add Optional Other Document entries.

Application for test Posting EPA: Documents needed to Apply
Documents needed to Apply -

e

[ << Prey ][ Save changes ][ MNext > ]

You may be asked to attach any optional or required documents. If you begin applying, but do not finish attaching all of your
documents, the documents that you have attached wil be held in the system.

Add Reguired C V/Resume
Add Reqred Cover Letter \ Click on the

Add Optignal Other Docurnent .

Add Optiohal Other Docurnent 2 blue title to add

Add Optiokal Other Document 3 a document.
Add Optional Other Document 4

[ << Prav ” bave changes ][ MNext »> ] Documents needed to Apply -

gote t'hed Click to Save

Tr?'quc;re . changes and
is document then Next to

must be added

e go on.

if it is stated

as required.

22



Applying 8: Documents Needed to Apply Continued

A new window will appear allowing applicants to choose a document to upload. Type in the title of the document
under Name. A Description in optional. Then click Browse. Browse will bring up a window allowing an applicant to
locate the document they wish to attach. (Please see allowable file types.) Then click Add to my Application to add
the document to the current application that is being completed.

=
Return to your Application for test Posting EPA %
Upload C V/Resume B

F

To upload your document(s), provide a name and description of the document. To choose a file to upload, click the Browse button and} |
select the file from your computer. If you wish to write your document, click the Write a Document link. To attach a previously
uploaded document, click on the Select Previously Added Document link.

The following types of documents can be attached: doc, docy, pdf, rtf, i, tet, tiff, tif, jpeq, jpe, jpa, pna, ®ls, xlsx. If your document is
not one of these file types, please convert it to pdf format prior to attaching.

When you are ready to submit your document(s), click the Submit button.
Alternatives: Write C V/Resume | Use Previously Uploaded C V/Resume
Name:

CV/Resume 04-02-151

Description (optional):

File to Upload:

Browse_ | Mo file selected.

[ Add to my Application

Add to my
Application:
Click to add the
document to the
application. 23




Applying 8: Documents Needed to Apply Continued

Below is an example of how an applicant’s screen might look as they are attempting to upload documents.

Organize ¥ New folder s 0 @

4.7 Favorites =

“| Libraries
Pl Desktop 1| System Folder
& Downloads :
"=l Recent Places Jennifer L. Moser
= System Folder
.. Temporary.Empl|~
Aadbaii e " / Comput Open: Click once
. 2 [} omputer .
B Peoplefdmm.Bo ik System Folder a document is
e L chosen to allow it
g e Network to be uploaded.
P @ Documents ! System Folder
[> Musi
i’ s \ Moxilla Firefox
> i) Pictures Shortcut
> B Videos 1.03 KB
> <. Presto! BizCard 6 Y
File name: ~ |Allfiles W -
[ Open IV] [ Cancel ]




Applying 9: Finishing Up

The applicant will receive a message indicating their application is incomplete if he/she misses a step (see below).

Notes will be provided in the red box to assist the applicant. The applicant must then finish the missing sections
before they can proceed.

Application for test Posting EPA edit this application | print version

Your application is incomplete.

Omne or more sections have invalld or incomplete responses. You can review the summary below for sections marked with a red “X°
and chick on the saction name for mare detals.

| ¥our Docurnents needed to Apply have not yet been successfully attached to this apphcation

. T * and must be induded with ths apphcation before & may be submitted for consideration.

‘ C V/Resuma: None Add C V/Resumea

Covoer Letter: None Add Cover Letter
—=

¥ Personal Information

For secunty purposes, this system automatically logs you off when i senses no actwvity for 60 minutes. Please dick either the Mext
button or you can go to diferent pages of the applcation by selecting the page from the dropdown menu and ciicking GO button
avery 60 minutes n order to avoid keEng your data,

Contact Information

Prifin

First Name Jennifiar
Middle Name

Last Name

Suffix

Hawve ever used or

Address]

25



Applying 9: Finishing Up Continued

When all steps in the process are completed, the applicant will receive a green check mark as indicated below and a
Certify and Submit button. He or she may then click to take the next step.

Application for test Posting EPA edit this application | print version

_ Centify and Submit | Certify and Submit: Click

‘  here to certify the application
and submit it for the position
" Personal Information that is being applied to.

For security purposes, this system automatically logs you off when & senses no activity for 60 minutes. Please chck efther the Mext
button or you can go to different pages of the application by selecting the page from the dropdown menu and dicking GO button

every 60 minutes in order to avoid bosing your data.

Contact Information

Prefix

First Name Jennifer
Middle Hame

Last Name

Suffi

e

different name{s)?

Address1 One University Drive

City Pembroke

State HC

26



Applying 9: Finishing Up Continued

The applicant should read through the below Certification information carefully and then click on the small box
verifying the information has been read. To complete the application, the applicant is required to type his/her initials
in the box and click Submit this Application.

Certify and submit your application for test Posting EPA

Certification

The University of North Carolina at Pembroke is an Equal Opportunity Employer. The University affirms its
commitment to equality of opportunity and pledges that it will not practice or permit discrimination in
employment on the basis of race, color, religion, sex, national origin, veteran status or disability as provided by
University policy. The University complies with all applicable legislation prohibiting age discrimination in
employment.

I certify | have given true, accurate and complete information in my application, any response(s) to supplemental
questions, and/or in any information contained in my attached Curriculum Vitae/Resume and other documents,
to the best of my knowledge. In the event confirmation or additional information is needed in connection with my
application or work history, | authorize educational institutions, associations, registration and licensing boards,
former employers and others to furnish whatever detail is available concerning my qualifications and work history
to the University of Morth Carolina at Pembroke. | understand that electronic submission of my application
indicates my consent to the University's verification of any information contained in my application. | authorize
investigation of all statements made in this application and understand that false information or documentation,
or a failure to disclose relevant information, may be grounds for rejection of my application, disciplinary action
or dismissal shall be mandatory if fraudulent disclosures are given to meet position qualifications. (Authority:
N.C.G.5. 126-30, N.C.G.5. 14-122-1)

BY SIGNING BELOW, | certify that | have read and agree with these statements.

Make sure to check | certify that | have read and agree with these statements.

the box after Please enter your initials to verify your identity.

l’eading the above M [ Submit this Application ] or Return to Application

statement and then —— — :

type initials verifying \ Submit this Application: Click

the statement has to submit the application.

been read. 57




Applying 9: Finishing Up Continued

Confirmation: Once completed, the applicant will receive a brief message about the successful submission of the job
application and a confirmation code as demonstrated below.

Your job application has been submitted.

You have successfully submitted your job application.

Your confirmation code is Confirmation Code: This code
CN000000029 < shows that the application was
submitted successfully.

Thank you for your interest in this position. The screening and selection process is currently underway and wil continue until 2 successful
candidate is chosen. Should review of your gualifications result in a decision to pursue your candidacy, you will be contacted.

At any time, you may view your completed job application here or continue your job search.

28



Your Applications

Once an application has been submitted, it will appear under the Your Applications link. Under this link, information
such as whether an application is complete, the confirmation number, position applied for, status, date of the
application and the documents submitted can be viewed. Incomplete applications can be accessed from this screen as
well.

Home . : ]
Your Applications |
Search Jobs |
Applications to Complete |
Bookmarked Jobs pp P
T AT In order to be considered for these positions, you must complete your application prior to the Closing Date.
YOUI DuLun s Job Number ADD'iCEI_tiDH
Materials
Account Settings Public Safety Officer SPA00015 Application
Demographic Info View Job
Logout Jennifer SPADDD1S Application
SP& Posting Test
Help View Job
EEQ/AA
Employment
» Completed Applications
Employment Opportunities
Confirmation Posting Number Status Application Date  Application
Salary Schedule Number Materials
Staff
HR Specilist CHODO000001 SPADDO14 Hired Withdraw February 09, Application
View Job Archive Application 2015 Reference
Requests
C V/Resume
Other Document
CHOO0000011 MNPOOOOS In Progress February 16, Applications
Public Safety Telecommunicator wWithdraw 2015 Reference
(Temporary) Application Reguests
View Job Archive
CHOODO00029 EPADOO11 In Progress April 02, 2015 Applications
test Posting EPA Withdraw
View Job Archive Application C V/Resume
Other Document 29
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Your Documents

The Your Documents tab shows the documents submitted and the dates they were added. Clicking on the blue title
will allow an applicant to view what is on the document. Additional documents can be added on this screen for future
use, but existing documents cannot be removed.

Home

o T Uploaded Documents Add Document: Click here to
Add Document add a document for future use.
Bookmarked Jobs
C V/Resume

Your Applications
Your Documents

C V/Resume 04-02-15 13:26:24
Account Settings Click on the blue title to view a
C V/Resume 02-16-15 14:22:04 <& document.

Demagraphic Info

Logout Jennifer
C V/Resume 02-09-15 13:15:56
Help

EEQ/AA Other Document

Employment

I EEUEC | Other Document 04-02-15 13:27:04

Salary Schedule
Staff Other Document 02-09-15 13:16:27

Cover Letter

Cover Letter 04-02-15 13:27:33

Cover Letter 02-16-15 14:24:12
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Bookmarked Jobs

The Bookmarked Jobs tab shows positions which were bookmarked while exploring available jobs.

Home

Bookmarked Jobs | = jobs

This page lists the positions you have bookmarked. To view the details of the position, click the View Details link. If you'd like to remove a

Search Jobs

Bookmarked Jobs bookmark for a position, click the Remove Bookmark link.
Your Appications
Position Type Job Open Date Job Close Date Employment Department
Category
Your Documents
HR Spedialist SPA 02/05/2015 03/31/2015 Human Resources

Account Settings
Office Management/AVC & Assoc Director Support: This position communicates effidently and accurately on behalf of the AVC of

Demographic Info Human Resources and Assoc Director of Human Resources with faculty, staff, students, UNCP administrators, Finance and
Administration Directors, UNC System Administrators, State of NC Administrators, peer University Administrators, Local
Logout Jennifer Government and Business Leaders, a...
Help View Details | Remowe Bockmark | View Your Application
EEQ/AA Assistant/ Associate Professor gy 01/21/2015 06/30/2015 EPA Faculty :g:é Computer
Employment The University of North Carolina at Pembroke seeks to fill a tenure-track position, to begin August, 2015, for a Computer Science
or Information Technology faculty member in the department of Mathematics and Computer Scence. The individual will report to
Employment Opportunities the Department of Mathematics and Computer Sdence Chair, Or. Steve Bourguin. The University of North Carolina at Pembroke is
- St an institution ..
Salary Schedule Wiew Details | Remowve Bockmark | View Your Application
Staff
Public Safety
Telecommunicator TE"'"I:'C'TB"Y 02/12/2015 06/30/2015 Po:‘:? & Public
[Temporary} Employment Safety

Dispatch law enforcement and other emergency resources, initiate notifications by established procedures, and document
activities. Telecommunicator must remain cognizant of pending calls and priorities, and be aware of the status and location of
on-duty personnel at all times. Monitor activities an campus by viewing the University dosed drcuit camera system and receiving
notification fr...

View Detzils | Remowve Bockmark | View Your Application
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Account Settings

Editing Account Settings allows an applicant to change their password and update their contact information. Some of
this information is used to automatically fill in parts of an application.

Home
Search Jobs Edit Account Settings
Bookmarked Jobs This is the page where you keep your personal info up to date

Your Applications

Your Documents Login Inforrmation

Account Settings * IR RockerChic

e - Password

Logout Lita
Password Confirmation

Help

=  Email litaford@xzy.com

EEOQ/AA

Employment Contact Information

Ermpl t Opportunities

mployment Opportunities — lia

Salary Schedule

Staff Last Name Ford
Phone Number 555-555-5555
Mailing Address Close My Eyes Forever Lane
City Los Angeles
State CA -
Zip Code 55555'

M Update: Click to Edit

Account Settings.
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Demographic Info

Demographic Info is used by the Office of Human Resources for reporting purposes and is confidential. All information
is voluntary. An applicant can choose to fill out the information in this section and it will automatically transfer to
applications. Once this section has been completed, an applicant may want to reconfirm at a later date.

Home

As part of our commitment to equal employment opportunity efforts, our institution conducts a survey of all job applicants.
Submission of this information is entirely voluntary, and its contents are confidential to Human Resources. We do, however,
Bookmarked Jobs appreciate your assistance and ask that you complete the following section.

Search Jobs

Your Applications

Your Documents

Demographic Info

Form CC-305
Logout sennrer OMB Control Number 1250-0005
Expires 1/31/2017
Help
| Why are you being asked to complete this form? |
EEO/AA
o — Because we do business with the government, we must reach out to, hire, and provide equal

opportunity to qualified people with disabilities.! To help us measure how well we are doing, we are
asking you to tell us if you have a disability or if you ever had a disability. Completing this form is
I ERIEIE voluntary, but we hope that you will choose to fill it out. If you are applying for a job, any answer
Staff you give will be kept private and will not be used against you in any way

Employment Opportunities

If you already work for us, your answer will not be used against you in any way. Because a person
may become disabled at any time, we are required to ask all of our employees to update their
information every five years. You may voluntarily self-identify as having a disability on this form
without fear of any punishment because you did not identify as having a disability earlier.

| How do | know if | have a disability? |

You are considered to have a disability if you have a physical or mental impairment or medical
condition that substantially limits a major life activity, or if you have a history or record of such an
impairment or medical condition.

Disabilities include, but are not limited to:

» Blindness * Autism * Bipolar disorder * Post-traumatic stress disorder
e Deafness e Cerebral palsy « Major depression (PTSD)
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Demographic Info Continued

Disability Status contains a dropdown menu. Please click the arrow and make a selection. The applicant can type in
name and date or they can choose not to indicate their name. It is not mandatory that a yes or no answer be given,
but for reporting purposes, the university requests that applicants complete this section.

| Why are you being asked to complete this form? |

Because we do business with the government, we must reach out to, hire, and provide equal

opportunity to qualified people with disabilities.' To help us measure how well we are doing, we are
asking you to tell us if you have a disability or if you ever had a disability. Completing this form is
voluntary, but we hope that you will choose to fill it out. If you are applying for a job, any answer
you give will be kept private and will not be used against you in any way

If you already work for us, your answer will not be used against you in any way. Because a person
may become disabled at any time, we are required to ask all of our employees to update their
information every five years. You may voluntarily self-identify as having a disability on this form
without fear of any punishment because you did not identify as having a disability earlier.

| How do | know if | have a disability? |

You are considered to have a disability if you have a physical or mental impairment or medical
condition that substantially limits a major life activity, or if you have a history or record of such an
impairment or medical condition

Disabilities include, but are not limited to

e Blindness « Autism « Bipolar disorder + Post-fraumatic stress disorder

* Deafness « Cerebral palsy « Major depression (PTSD)

» Cancer  HIV/AIDS » Multiple Sclerosis » Obsessive compulsice

» Diabetes * Schizophrenia (MS) disorder

» Epilepsy + Muscular + Missing limbs or + |Impairments requiring the use

dystrophy partially missing of a wheelchair
limbs « Intellectual disability
(previously called mental
retardation)
Disability Status rlease select =

Please select
Your Nan Yes, | have a disability (or previously had a disability)
Mo, | do nothave a disability
| do notwish to answer

Today's Date

Reasonable Accommodation Notice

Reasonable Accommodation Notice 34




Demographic Info Continued

Upon completion the box will look similar to the one below.

Disability Status Yes, | have a disability (or previously had a disability) +
Your Name Lita
Today's Date 04/16/2015

Reasonable Accommodation Motice

| Reasonable Accommodation Notice |

Federal law requires employers to provide reasonable accommodation to qualified individuals with
disabilities. Please tell us if you require accommodation to apply for a job or to perform your job.
Examples of reasonable accommodation include making a change to the application process or
work procedures, providing documents in an alternate format, using a sign language interpreter, or
using specialized equipment.

'Section 503 of the Rehabilitation Act of 1 973, as amended. For more information about this form
or the equal employment obligations of federal contractors, visit the U.S. Department of Labor's
Office of Federal Contract Compliance Programs (OFCCP) website at www dol gov/ofccp

PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1995 no persons
are required to respond to a collection of information unless such collection displays a valid OMB
control number. This survey should take about 5 minutes to complete.
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Demographic Info Continued

Voluntary Self-ldentification of Veteran Status is the second part of the Demographic Info. Please make sure to
choose a Veteran Status. For applicants that are not veterans, choose “l am not a Protected Veteran” from the
dropdown menu.

Voluntary Self-Identification of Veteran Status

The University of North Carolina at Pembroke is committed to equal opportunity and affirmative action in all aspects of
employment for qualified protected veterans. We ask that you please consider completing this form to help us fulfil our
commitments to equal opportunity and affirmative action and to meet our obligations as 3 government contractor under the
Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended by the Jobs for Veterans Act of 2002, 38 U.5.C.
4212 (VEVRAA). VEVRAA requires us to take affirmative action to employ protected veterans and to advance these individuals
in employment.

These classifications are defined as fallows:
« A "disabled veteran” is one of the following:

« A veteran of the LS. military, ground, naval or air service who is entitled to compensation (or who but for the receipt
of military retired pay would be entitled to compensation) under lBws administered by the Secretary of Veterans Affairs;
or

# A person who was discharged or released from active duty because of 3 service-connected disability.

« A "recently separated veteran” means any veteran during the three-year period beginning on the date of such
veteran's discharge or release from active duty in the U.S. military, ground, naval, or air service.

» An "active duty wartime or campaign badge veteran” means a veteran who served on active duty in the U.S. military,
ground, naval or air service during a war, or in 3 campaign or expedition for which a campaign badge has been authorized
under the laws administered by the Department of Defense.

« An "Armed Forces service medal veteran” means a veteran who, while serving on active duty in the U.S. miitary,
ground, naval or air service, participated in a United States military operation for which an Armed Forces service medal was
awarded pursuant to Executive Order 12985.

Protected veterans may have additional rights under USERRA—the Uniformed Services Employment and Reemployment Rights
Act. In particular, if you were absent from employment in order to perform service in the uniformed service, you may be
entitled to be reemployed by your employer in the position you would have obtained with reasonable certainty if not for the
absence due to service. For more information, call the U.S. Department of Labor's Veterans Employment and Training Service
(VETS), tol-free, at 1-866-4-USA-DOL.

If you believe you belong to any of the categories of protected veterans listed ahove. please indicate by checking the
appropriate box below. As a Government confract lor to measure the
effectivenass of the outreach and nn _iuioment efforts we undertake pursuant to VEVRAA.

Veteran Status Please select e

PLEASE NOTE: If Veteran's Preference does nol appiy, -

Consistent with State Policy, the University seeks to give special consideration to certain veterans whose service was not
dishonorable and to their spouses and dependents when otherwise qualified for the classification of the opening sought. This
consideration is given in recognition of any veteran with a service-connected disabling injury or of any veteran with wartime*
service. If you are such a veteran, complete Section 1. If you are the spouse or dependent of a veteran, complete Section 2.

*NQTE: State Personnel policy defines wartime as follows: "Periods of war shall include World War I (4/16/17-11/11/18),
World War 11 (12/7/41-12/31/46), the Korean Conflict (6/27/50-1/31/55), the period of time between January 31, 1955 and
the end of the hostilties in Vietnam (5/7/75), Panama invasion, Persian Gulf War and any other campaign, expedition, or
engagement for which a campaign badge or medal is authorized by the United States Department of Defensea.

Military Service Experience (Section 1)



Demographic Info Continued

Applicants that do not have Veteran status may skip this step. Veterans are not required to fill in the below
information. Please read through the top paragraph before making a decision. Then click to Save Changes.

PLEASE NOTE: If Veteran's Preference does not apply, continue to next page.

Consistent with State Paolicy, the University seeks to give special consideration to certain veterans whose service was not
dishonorable and to their spouses and dependents when otherwise qualified for the classification of the opening sought. This
consideration is given in recognition of any veteran with a service-connected disabling injury or of any veteran with wartime™*

service. If you are such a veteran, complete Section 1. If you are the spouse or dependent of a veteran, complete Section 2.

*NOTE: State Personnel policy defines wartime as follows: "Periods of war shall include World War I (4/16/17-11/11/18),
World War II (12/7/41-12/31/46), the Korean Conflict (6/27/50-1/31/55), the period of time between January 31, 1955 and
the end of the hostiities in Vietnam (5/7/75), Panama invasion, Persian Gulf War and any other campaign, expedition, or
engagement for which a campaign badge or medal is authorized by the United States Department of Defense.

Miltary Service Experience (Section 1)

Do you qualify for
Veteran's Preference? v

Did you receive an
honorable discharge?

If No, was it
dishonorable? v

Do you have a service-

connected disability or

did you serve in the -
policy-defined wartime™®

period?

Active Duty Start
Active Duty Concludes

Total Length of Service

Spouse or Dependent of Deceased or Disabled Veteran (Section 2)

Are you the spouse of a
veteran who died from
sarvice-connected
circumstances?

Are you the spouse of a

veteran who was

disabled while in the M
military?

Are you a dependent of
a veteran who died
from service-connected
crcumstances?

If yes is indicated in any
of the questions above,
give the name of the
related veteran and the
active duty of the
rolated

Active Duty Start

Active Duty Concludes

Total Length of Service

Gender and Gender Identity Section

Legal Gender

Gender Identity

Please select -

Use this space if you would ke to state a gender identity in addition to the Legal
Gender aptions Isted above.

Race and Ethnicity

Ethnicity - Are you of

Hispanic or Latino -

orgin?

Race [T] American Indian or Alaska Native
[ native

[E] Biack or African American
[F] Native Hawaian or Other Pacific Islander
[T white or Caucasian

(select one or more that aoofy)

M

Save changes: Click
to save changes.

37



Demographic Info Continued

Once the Demographic Info has been completed and the changes saved successfully, applicants will receive a
confirmation message as indicated below.

Human Resources

UNCP HOME » ABOUT UNC PEMBROKE » HUMAN RESOURCES ¥

EMPLOYMENT OPPORTUNITES

Home

Search Jobs
Bookmarked Jobs
Your Applications

Your Documents

Account Settings
Demographic Info
Logout Lita

Help

EEOQ/AA

Employment

Employment Opportunities

Salary Schedule

Staff

Thank you for updating your demographic information.

This light green line
shows that updates

As part of our commitment to equal employment opportunity efforts, our institution conducts a survey of all jo : were made
Submission of this information is entirely voluntary, and its contents are confidential to Human Resources. We do, how&
appreciate your assistance and ask that you complete the following section. Successfu"y to

Demographic Info.

Form CC-305
OMB Control Mumber 1250-0005
Expires 1/31/2017

| Why are you being asked to complete this form? |

Because we do business with the government, we must reach out to, hire, and provide equal
opportunity to qualified people with disabilities | To help us measure how well we are doing, we are
asking you to tell us if you have a disability or if you ever had a disability. Completing this form is
voluntary, but we hope that you will choose to fill it out. If you are applying for a job, any answer
you give will be kept private and will not be used against you in any way

If you already work for us, your answer will not be used against you in any way. Because a person
may become disabled at any time, we are required to ask all of our employees to update their
information every five years. You may voluntarily self-identify as having a disability on this form
without fear of any punishment because you did not identify as having a disability earlier.
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Help

The Help section contains general help information about the application process. This is a good place to go to find
answers.

PeopleAdmin

% Contents

E Index

|| ¥hat do you want to do?
|=] Creating an account and logging in
°| Frequently asked questions: Recommending jc

Praoviding a recommendation

9 [ [

|=] Frequently asked questions: Searching and apj
|=] Frequently asked guestions about applying with
|=] Checking available job opportunities

|= Applying to a job

|=] Creating or attaching documents

|=] Tips for uploading documents successfully
|=| Solving problems

Contact and copyright information

8 = A - -

You are here: Checking available job opportunities

Checking available job opportunities

You don't have to have an account to check on posted job opportunities.

You will need to log in or create an account if you want to apply for a job or bookmark it. See Creating an account and logging in for details.

Searching

You can search by one or more words that appear in the job posting, or you can search by how recently it was posted - within the last day, week, or month. Other search

options may also be present.
Searching by keyword:
= Search for a word to see all the job postings containing that word. Example: Searching for technician returns all postings that contain the word technician.

= Search for more than one word to see all the job postings containing all the words in your search. Example: Searching for maintenance technician returns
all postings that contain the words maintenance and technician, whether the words are used together or not.

= Search using part of a word with the * character as a wildcard to see all the job postings containing the string of characters you search for. Example:
Searching for tech® returns all postings that contain the words technician, technical, or other words that begin with tech.

Getting more information about a job posting

When you find a job posting that you might want to apply for, select the name of the job to see more details about it.

The job posting details open, giving you information about the job description, gualifications, questions you will need to answer, and documents you may need to provide

- such as your resume and a cover letter.

From here, you can:

m Bookmark the job so you can come back later
m Email a friend about the job
m See a print-friendly view of the job posting

= Apply to the job
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Logging Out

The application has been completed. There are no further positions of interest. The final step is to Logout. This is
very important, especially on a public computer. Logging out will prevent others from obtaining personal information.

Human Resources
E@}ﬂmﬁlil‘jlji Opportunities

UNCP HOME » ABOUT UNC PEMBROKE * ADMINISTRATION » HUMAN RESOURCES *#
EMPLOYMENT OPPORTUNITIES

Home
Password has been reset successfully.

Search Jobs

Bookmarked Jobs

MNOTICE: The online applicant tracking system was upgraded as of April 20, 2015. Previous
users/applicants wil need to create a new account to apply to any new vacancies. We
Your Documents apologize for the inconvenience.

Your Applications

Please visit the previous version of the site to find and to apply for positions posted prior

Account Setti
SRR L to April 20, 2015.

e

Demonranhir T

Logout Joanne

Online Employment System

Welcome to the Online Employment System(OES) for UNC
Pembroke. Using this system, you can search and apply for
EPA faculty, EPA Non-Faculty, SPA Staff, and Temporary Ty

UMCP Home

Academic Employment

Opportunities positions. You may attach cover letters, resumes/curriculum

EEQ/AA vitaes, as well as other requested documents to your online
application and save your application. You may apply for

Employment multiple postings and track the status of the positions that

you have applied for online.
Employment Opportunities

Salary Schedule All information contained within this web site can be provided in alternative formats upon request by

contacting
Staff




